Budget Allocation Enhancement Request
Date: [Insert Date]

To: [Recipient Name]

Position: [Recipient Position]

Department: [Recipient Department]

Company/Organization: [Recipient Company/Organization]

Dear [Recipient Name],

| hope this message finds you well. | am writing to formally request an enhancement in the
budget allocation for the [Your Department Name] for the upcoming fiscal year.

As you are aware, our department plays a critical role in [briefly describe the
function/importance of your department]. However, due to [mention reasons such as increased
demand, new projects, etc.], our current budget is proving insufficient to meet our objectives.
To effectively address these challenges and ensure we achieve our goals, | propose an increase in
our budget allocation of [specify amount or percentage]. This enhancement will allow us to
[mention specific outcomes or improvements expected from the additional funding].

| have attached a detailed breakdown of our current budget, along with projections that illustrate
the necessity for this enhancement. | am confident that this request is warranted, and | am happy
to discuss this matter further at your convenience.

Thank you for considering this request. | look forward to your favorable response.

Sincerely,

[Your Name]

[Your Position]

[Your Department]

[Your Contact Information]



